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GUIDE FOR HIGH SCHOOL RECRUITING

TO State Society and Chapter Education Chairmen:
This manual is designed to help your societies and chapters
encourage more and better qualified high school students to plan
to become public accountants. The film, ACCOUNTING—THE LANGUAGE
OF BUSINESS, is the nucleus because it may be used to set the
stage for almost any program describing the work of the CPA. All
the necessary tools for a successful recruiting program are con
tained herein, including copies of personnel pamphlets. The
material is divided into three projects:

I.

II.

Showing the Film and Giving Talks to High School Students

Luncheon for High School Principals and Guidance Counselors

III. High School Addresses by CPAs

Satisfactory execution of this program requires the coopera
tion of all members of your committee on a year-round basis. Each
should be provided with a list of high schools and their principals
and guidance counselors in his area.
Programs for high school students not only will interest some
students in studying to become CPAs, but also will serve to inform
other students about the work and importance of the public account
ant. This type of information is of lasting benefit to the pro
fession.

Since there is constant, increasing interest in counseling
and career guidance work in high schools, it is vital to a longrun program to see that the people working in counseling under
stand the nature of the CPA's work. Too often it is confused
with routine clerical and bookkeeping work. Students are there
fore misguided as to the opportunities and the requirements.
Make a continuing effort to reach teachers, vocational guidance
counselors and principals with your story. Follow up each year
through personal contacts wherever possible.
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Career recruiting is news so publicize your plans and activi
ties . Emphasize the CPA shortage and use the suggested news re
leases enclosed to tell what’s being done to overcome it. Dis
cuss with your local TV and radio stations the possibility of
featuring career forums with public accounting as one of the
fields.

A similar manual is available for use in contacting colleges.
A copy of each of the available booklets which might be helpful
in each of the programs is being sent you. An order form is
enclosed with them, which indicates the materials that are con
sidered most appropriate for each of the two programs.

Director
State Society Services
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PROJECT NO. I

HOW TO ARRANGE FOR LOCAL- SHOWINGS OF THE FILM

The basic distribution of ACCOUNTING—THE LANGUAGE OF BUSINESS is
handled through a commercial distributor, Association Films, Inc.

prints are available at four offices across the country.

The

Please see the

following page for these offices and the states they serve.

Association Films has 125 prints of the film for regular use, which

should permit a maximum of about 3,500 showings this year.

mote use of the film, especially in high schools.

They will pro

It is listed in Associa

tion Films’ current catalog, and the film is described in their leaflet,

which is enclosed.

Under our terms of agreement with the distributor, they are to arrange

as many such showings as they can.

We will receive advance notice in each

case, and these notices will be sent to the state societies or chapters.
State societies, chapters, or individual members can arrange additional

showings of the film through schools in their own communities.

To assure

proper handling, the request for booking should be sent to the nearest
office of Association Films by you or the individual in the local school
responsible for the showing.

All that is necessary is a letter giving the

name of this individual, the desired date for showing, and the date on

which the film will be returned.

It is especially desirable to arrange showings of the film on school
”career days.”

Bookings for service clubs, parent-teacher associations, and other

groups should be arranged either by a representative of the state society
or by giving the name of an individual in the group who will be responsible
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for arrangements.

In such cases, of course, it will be necessary to have

a 16 mm. sound projector and a competent operator.

ASSOCIATION FILMS, INC. OFFICES

ASSOCIATION FILMS, INC.
561 HILLGROVE AVENUE
LA GRANGE, ILLINOIS
Illinois
Indiana
Iowa
*Kansas
Kentucky
Michigan
Minnesota
Missouri
*Montana
Nebraska
North Dakota
*Ohio
South Dakota
*Tennessee
Wisconsin

ASSOCIATION FILMS, INC.
799 STEVENSON STREET
SAN FRANCISCO, CALIFORNIA
*Arizona
California
*Colorado
Idaho
*Montana
Nevada
Oregon
Utah
Washington
Wyoming

ASSOCIATION FILMS, INC.
BROAD AT ELM
RIDGEFIELD, NEW JERSEY

Connecticut
Delaware
District of Columbia
Florida
Georgia
Maine
Maryland
Massachusetts
New Hampshire
New Jersey
New York
North Carolina
*Ohio
Pennsylvania
Rhode Island
South Carolina
Vermont
Virginia
West Virginia

ASSOCIATION FILMS, INC.
1108 JACKSON STREET
DALLAS 2, TEXAS

Alabama
Arkansas
*Arizona
*Colorado
*Kansas
Louisiana
Mississippi
New Mexico
Oklahoma
*Tennessee
Texas

* Where the same state is listed under two offices, it may send its request
to either office.
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All showings arranged through Association Films will be paid for from
the budget of the Committee on Accounting Personnel.

The cost to us is

$2.75 per showing, which includes handling, inspection of each print be

tween showings, and postage to its destination.

Return postage of about

twenty-five cents must be paid by the school or organization which uses the

film.

Each print comes in a case which makes handling and mailing compara

tively simple.

The film is available for unlimited television showings.

Requests

for prints to be televised should be addressed by your TV station to the

nearest office of Association Films.

In some areas, schools are accustomed to obtaining films from univer
sity or other film libraries rather than from commercial distributors.

In

such cases, state societies and chapters should consider the desirability
of buying a print for deposit in a film library.

Cost to state societies

per print is $40.00, which includes reels, cans and cases.

Some libraries

have funds for the purchase of educational films and in these cases every
effort should be made to persuade libraries to obtain our film.

Prints

may be ordered from the Public Relations Department of the American Insti

tute of Accountants.

Requests for bookings should be made as far ahead of time as possible

and should include an alternate date, or two.

ARRANGEMENTS TO BE MADE AFTER FILM IS SCHEDULED

We have arrangements with the distributor to send a notice of all
bookings in your state to the person designated as the state coordinator
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for film showings by the society.

When your state society or chapter ar

ranges a showing of the film to students, or when you receive a notice from
Association Films, Inc., it is highly desirable that you provide for a mem

ber of your society to answer any questions the students may have at the
showing.

When the film is to be shown at a high school, a designated mem

ber of the state society or chapter should immediately write or phone the

school official who will be responsible for the actual showing to offer
help.

Copies of the pamphlet PROFESSIONAL HELP WANTED should be available

for anyone in the audience who is interested, although it is not necessary
or economical to distribute the pamphlet to every member of the audience.

In selecting a speaker for the film showing, you should give first con

sideration to CPAs who are well prepared to answer questions about educa
tional and experience requirements, the nature of the CPA examination, re-

numeration, and how best to enter the profession.

If it is feasible, there

may be some advantage in selecting speakers who have obtained their certifi

cates comparatively recently, and can speak from personal experience about

becoming a CPA today.

Students often identify their own potentialities

with those of someone rising in the profession rather than with a well
established person.

When shown to adult groups, the need for a speaker at the film showing
will, of course, depend upon the individual situation at hand.

However, as

we expressed above, whenever possible, a representative of the state society
or chapter should attend and give us a. report on the reactions of the audi
ence.

For this purpose, we have suggested she use of a review card, which

has been successfully used by the Wisconsin Society.

On the following page

is a layout of how the card can be printed up for use by individual state

societies.
-4-
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FILM REVIEW LAYOUT

(THIS SIDE OF CARD IS FOR ADDRESS)

print name and address of
your own state society here

ACCOUNTING--THE LANGUAGE OF BUSINESS was shown

(date)

(time)

(school or group)

(address)

(instructor)

; Response:
(no. attending)
(excellent) (satisfactory) (poor)
Question period time allowed:
;
(minutes) (no. of questions)
Was material complete?
;
;
(yes)
(no)
What could we add?
Other suggestions:
SIGNATURE
ADDRESS
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THE SHOWING - OUTLINE OF PROLOGUE MATERIAL

1.

Public accounting is the world’s fastest growing profession. In 1910
there were only 1,712 CPAs in the United States. Today there are over
55,000. The profession is still growing at a rate of about 3,000 a
year.

2.

Increased demand by American business for accounting, auditing, and tax
services by certified public accountants has been the main reason for
this rapid growth.

3.

The film, Accounting--the Language of Business, which you are about to
see, will show you some of the typical scenes from the working life of
a CPA.

4.

After the film has been shown, I would like to take about two minutes
of your time to tell you about five things:

5.

1.

How to find out whether you have initial qualifications
which indicate that you would be a success in public ac
counting.

2.

What income you might expect as a CPA in this locality.

3.

What education is most desirable.

4.

What you have to do to become a CPA in this state.

5.

How to get further information about public accounting
as a career.

I would also like to spend as much time as you want me to spend answer
ing your questions — either during this meeting or privately after
wards .

Note:

You will probably want to let the film do most of the talking for
you. While there is no reason why you should use this outline in
introducing the film -- your own words about your own experience
are probably a good deal more interesting — there is reason to
keep the introduction short and factual.
But it should not be as "straight,” perhaps, as this outline. A
little humor or a personal anecdote which will make the students
like you is the best introduction they can have to the accounting
profession.
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THE SHOWING - OUTLINE OF CURTAIN MATERIAL

I hope that you have enjoyed the story of Larry Newman, William Knox, and
Larry’s father, John Newman, and that this film has given you some ideas
for choosing your own career.

I said that I would like to take about two more minutes of your time to
answer these questions:

1.

How can you determine whether you have initial qualifications
which indicate that you might be successful in public account
ing?
Of course, you will need the qualities necessary for success
in any work—intelligence, initiative, and a pleasing person
ality. But more specifically, you should have an aptitude for
mathematics and the ability to think in terms of complex finan
cial relationships. You can receive an accurate gauge of your
qualifications by taking the orientation test and the Kuder
interest tests (for high school students or the College Ac
counting Testing Program for College Students).
See your guidance counselor, (or accounting teacher or prin
cipal), Mr., if you are interested in taking these
tests.

2.

What income can you expect as a CPA in this locality?
Starting salaries for junior accountants with a college de
gree in accounting but without their CPA certificates range
from about _____ ___ to ________ dollars a month. An account
ant with his certificate and 00 years experience can expect
to earn from________ to ________ dollars. If you succeed in
public accounting and build your own practice or become a
partner in a CPA firm, there is really no absolute ceiling to
your earning power. The average income of CPAs is close to
the top among professional men.

3.What education is most desirable?
You should have considerably more formal education than the
mere legal minimum.
(All states now require a high school
diploma, and a few demand a college degree.) Statistically,
college graduates with a major in accounting and four years
of public practice get the best marks on the CPA examination.
CPAs with college degrees also tend to advance farther and
more rapidly. Recently there has even been emphasis on the
desirability of post-graduate work.
4.

What do you have to do to become a CPA in this state?
(Give education and experience requirements and describe
briefly the CPA examination.)
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5.How can you get more information on public accounting as a career?
Some of it is available right here in the form of a leaflet,
Professional Help Wanted, which you can pick up as you leave
this room. On the back of this folder you will find the address
of the American Institute of Accountants, the national profes
sional society of CPAs.
(Or the state society of CPAs.) Please
feel free to write to the Institute if you have questions which
haven’t been answered today.
If you have other questions which you would like to ask now, I will be glad
to try to answer them.

There do not seem to be any more general questions, so let me just say
"Thank you for listening." I will be available up here to discuss with
you privately any questions you may have.
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II

PROJECT NO. II

LUNCHEON OR DINNER FOR HIGH SCHOOL PRINCIPALS
AND GUIDANCE COUNSELORS

PURPOSE
The purpose of this luncheon is to (1) make high school educators more aware
of accounting as a profession;
(2) explain to them the career opportunities
in public accounting, and (3) obtain opportunities to address high school
students under favorable conditions.

GENERAL OUTLINE

The luncheon should be set up so that you and other CPAs will be able to
describe to the educators what public accounting is and what the public
accountant does. You will not want formal speeches, but you and one or two
fellow CPAs might give informal talks — five or ten minutes in length —
followed by discussion. Make it clear that you would like an opportunity
to talk to the juniors and seniors in each high school about accounting as
a career, and to show the film, "Accounting--the Language of Business.” *

REPEAT PROGRAMS

While film showings and talks to high school students should be an annual
activity, chapters may feel that annual luncheon meetings in a city or com
munity are not necessary. However, some continuing contact between the
profession and the principals and guidance counselors is essential for a
successful continuing program. The following suggestions and form letters
are designed for use where such a meeting has not been held in recent years.
Where meetings have been held within the past year or two, probably a much
less formal approach would be desired. This also would be true where you
or your committee are well-acquainted with most of the possible participants.

SUGGESTIONS

1.

Designate one CPA in each city to be responsible for arranging the
luncheon,
(it may be useful to obtain a directory of high schools from
your state commissioner of education.)

2.

Set a date, time, and place for the luncheon. It should be held early
enough in the school year to allow time for scheduling meetings with
the students.

*

A kit describing the film and telling how state societies can cooperate
in its effective promotion is available on request from the Institute.
Some of the sections from the kit are included in this package. Since
one person in your state has been designated to coordinate showings, all
plans should be cleared with him.
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In some regions you will be able to cover the major schools with one
luncheon at a centrally located place. In regions centering around
larger cities, you may want to hold a luncheon in each city.
3.Invite high school principals and ask them to bring their vocational
guidance counselors. A suggested letter of invitation is enclosed.
Telephone follow-ups or personal calls may be desirable in some circum
stances . *

4.

Select and invite local CPAs,
(In Chapter cities, Chapter officers and
others who are especially qualified in the educational field might be
invited. However, try not to have the CPAs outnumber the guests.)

5.

Decide on the two or three CPAs who should give the informal talks at
the luncheon, and arrange to show the film, "Accounting--the Language
of Business." As a general basis for these talks, we suggest that you
use the enclosed suggestions as well as material from the Institute
booklets, (1) "Accounting May Be the Right Field For You," (2) "Pro
fessional Help Wanted," and (3) "Should You Be An Accountant?" ** You
should also, of course, be familiar with the examination and certifi
cate requirements in your state.

6.

Send to each principal and guidance counselor copies of these three
Institute booklets when you acknowledge their acceptance of your invita
tion, along with a copy of the enclosed "Accounting Orientation Test for
High School Pupils," "The Accounting Testing Program," and "Accounting—
the Language of Business." This material will provide additional back
ground about the profession and help make your luncheon more effective.
A suggested letter is attached. At the luncheon offer to distribute
extra copies of the booklets.

7.

Give an announcement (suggested release attached) to the local press
several days before the meeting.

8.

The morning of the luncheon give the local press a story on what will
have happened. A suggested release is attached. You might send any
press clippings to guests from out of town.

9.Write to all high school representatives who attended the luncheon, re
minding them that you and other CPAs are available if they want addi
tional information about the profession, and that you would like to
furnish either a speaker or the film with a CPA to answer students’
questions when arrangements can be made. A letter should also go to
any who were invited but could not attend. A suggested letter is at
tached .

* The pattern letters and other material in this guide are suggestions
only. Vary them to fit local situations and your plans.
** Extra copies of these booklets can be obtained from the Institute by
using the enclosed checklist, which gives their prices. Allow two weeks
or more for handling and mailing. A new list will be sent with your
order.
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10. As committee chairman you will want to know how each luncheon works
out, the kind of reception which high school representatives give,
suggestions which will help other committee members in arranging
similar activities, and so on. Ask for a brief report on each lunch
eon.

SUGGESTED LETTER OF INVITATION TO HIGH SCHOOL PRINCIPALS

(date)............

Mr...... .

Dear Mr. ..........

The (State Society of Certified Public Accountants) would like
you to be our luncheon guest at (time, place, date). The in
vitation is also extended to your guidance counselor or others
on your staff who are concerned with guidance questions.

Although public accounting continues to be the fastest growing
profession in the country, today there is a shortage of qualified
young men coming into the profession.

For this reason, we are interested in encouraging promising stu
dents who may be interested in public accounting as a career.
The Society’s program this year includes plans for meeting and
talking with high school principals and guidance counselors
throughout the state, to help provide information about the
scope and nature of our profession. We would also like you to
see the profession’s 20-minute career film, ’’Accounting--the
Language of Business." I have been asked by the Society to
organize such meetings in this section of the state.
Some of the matters which I and other CPAs from this area would
like to discuss with you include the employment outlook and op
portunities in our profession, requirements for the CPA examina
tion, and other requisites for a career in the public accounting
field.
We hope that both you and your guidance counselor will be able
to accept our invitation.
Sincerely yours,

(Name)
(Society)
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SUGGESTED LETTER
TO HIGH SCHOOL PRINCIPALS UPON ACCEPTANCE OF LUNCHEON INVITATION

(Date).

Mr...........

Dear Mr........... .....:
I am delighted that you and (guidance counselor’s name) will he
able to attend the luncheon on (date) to discuss career oppor
tunities in public accounting.
As background for the luncheon, you may be interested in the en
closed material about the professions

1.
’’Accounting May Be the Right Field For You”
2.
"Professional Help Wanted"
3. "Should You Be An Accountant?"
4.
"Accounting Orientation Test for High School Pupils”
5. "The Accounting Testing Program"
6.
"Accounting--the language of Business."

We believe these will be convenient reference tools for your
guidance work.
I look forward to greeting you at the luncheon.
Sincerely

(Signature)

NOTE:

If you have copies of the requirements for the CPA certi
ficate in your state, one might be included. The enclo
sures should also be sent to principals who did not accept
your invitation. A letter similar to the above may be
used, with the obvious changes, and with the addition of
a paragraph to the effect that you would be glad to answer
any questions which they may have after reading the mate
rial. Mention, too, that you would like to arrange a showing
of "Accounting--the Language of Business” or to furnish a
speaker to address students on accounting as a career.
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SUGGESTED NEWS RELEASE TO LOCAL PAPERS ONE WEEK BEFORE LUNCHEON

(Date).............

From:

(Your name, address
and telephone)

FOR IMMEDIATE RELEASE:

TEACHERS AND CPAs TO DISCUSS ACCOUNTING OPPORTUNITIES

High school principals and guidance counselors from this

area (or city) will meet with local certified public accountants
at a luncheon at (place) next (day) to discuss career opportunities

in the public accounting profession.

A motion picture, "Ac

counting—the Language of Business,” will be shown.
Announcement of the meeting was made here yesterday by
(name), member of the education committee of the (State) Society

of Certified Public Accountants for this area.

The luncheon is one of a series which the society is
sponsoring throughout the state to help school officials guide

young people who may be interested in studying for a public
accounting career.

Although public accounting is the fastest

growing profession in the nation, it currently faces a shortage
of qualified young people coming into the field.

High school officials who will attend the luncheon
meeting include:

(List names, titles, and schools of guests.)

#

#
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SUGGESTED NEWS RELEASE TO LOCAL PAPERS SAME DAY AS LUNCHEON
(This should be ready in advance for delivery to the
local papers by 10:00 A.M. on day of luncheon.)

From:

(Your name, address, and telephone)

FOR RELEASE:

After 2:00 P.M. (day and date of luncheon)

CPAs HOLD LUNCHEON MEETING
WITH HIGH SCHOOL OFFICIALS

(Number) high school principals and guidance counselors from

this area (or city) met with local certified public accountants at

a luncheon today at (place) to discuss guidance of high school stu
dents who are interested in preparing for careers in public accounting.
Questions discussed centered on opportunities in public account

ing, and ways of informing students about preparing for careers in
the profession.

A motion picture, "Accounting--the Language of

Business," was shown at the luncheon.

(Name), member of the education committee of the (State) Society
of Certified Public Accountants, pointed out at the meeting that
the number of CPAs in (state) has doubled in the last ten years.

However, he added, the profession currently needs more qualified

young people than are applying for openings.
One reason for the shortage, he said, is that chances for em
ployment and advancement for promising college graduates are not as

widely known as they should be.

He added that too few high school

students and college freshmen know the specific requirements needed

for the CPA certificate.
Plans were made at the luncheon to arrange showings of the film

and talks by local CPAs at high school career days and other student
meetings.
#

#
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SUGGESTED LETTER TO HIGH SCHOOL PRINCIPALS AND
GUIDANCE COUNSELORS FOLLOWING THE LUNCHEON

(Date)

Mr........................................

Dear Mr. ......... ........:

I very much appreciated the opportunity to talk to you about the
opportunities in the field of public accounting last week and I
hope that you enjoyed our meeting as much as I.

As you know, we are interested in talking to your junior and senior
students about the profession on career days or at similar meetings,
and also in furnishing a CPA to answer questions at showings of the
film, "Accounting--the Language of Business.”
To borrow a print of the film, without charge, merely write to
Association Films, Inc., (give the address of the regional office
nearest the school as listed in the section, "How to Arrange Local
Showings of the Film") giving the name of the person who will be
responsible for the showing, the desired date, and the date on which
the film will be returned.
As I suggested at the luncheon, we are especially interested in
reaching the group of students who are most likely to attend college
and have taken the college preparatory courses.
While such meetings generally serve to answer students’ questions,
some students may from time to time want to talk privately with
a practicing CPA. We would be glad to help in such instances.

If there is any other information we can furnish, or if you would
like additional copies of the career booklets which I sent you be
fore the luncheon, please let me know.

Sincerely yours,

(Signature)

NOTE:

A reminder about possible speaking engagements and showings
of the film should also be sent to principals who could not
attend the luncheon.

-15-

PROJECT NO. III

III

HIGH SCHOOL ADDRESSES BY CPAs

PURPOSE
The purpose is to tell high school juniors and seniors about the public, ac
counting profession. This can be accomplished by a short address or by a
showing of the motion picture
in either case followed by a question-andanswer period. The best time to reach young people with the accounting
story is when they are beginning to think about their educational prepara
tion for a career.

One of the difficulties encountered has been that only commercial students
have attended some of the meetings. Every effort should be made through
the principal and guidance counselor to have the "liberal arts” students
in attendance.
Many high schools hold ”career days” at which representatives of different
professions and business fields discuss career training and opportunities.
Others arrange special meetings for students to talk with business and pro
fessional men. You will want to make sure that CPAs are included in the
invitations, and that representatives of your society arrange appearances
in their regions.

SUGGESTIONS
1.

In many cases it will be advisable to designate one of your committee
members to take charge of the speaking program. It involves considera
ble detail work.

2.

Following the luncheon with high school principals and vocational guid
ance officers, you will have written to schools that you or other CPAs
are available to advise their students. Keep a list, and send a re
minder to schools from whom you have had no invitation after a reasona
ble interval.

3.

If your area includes a large number of schools, it may help to keep a
list of CPAs who are available as speakers,

4.

When a speaking engagement is arranged, give the speaker copies of the
various booklets, since these contain basic information that will be
helpful in preparing his talk. Also, the Institute has two pattern
speeches for high school students which can be obtained upon request.

5.

In arranging showings of the film, be sure to consult the enclosed
sections from the career film kit.

6.

Give principal and guidance counselor a copy of "Accounting May Be the
Right Field For You.” Arrange for distribution of the Institute book
let, "Professional Help Wanted,” to the students. A supply may be ob
tained for this purpose by using the enclosed checklist.

7.

Check with the school, to see if the local press has been notified about
the meeting. Since the aim of the program is to acquaint more persons
-16-
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with the personnel shortage , the widest possible publicity is desirable.

size and response of audi

8.

Ask speakers to give a report on their talks:
ence, value to profession, etc.

9.

Keep a record of all speeches and motion picture showings: date, school,
name of speaker. You may want to report the activities in your society’s
publication. The Institute would appreciate comments and suggestions you
may have for the next school year.
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GUIDE FOR HIGH SCHOOL RECRUITING

CHECKLIST OF MATERIALS

TO:

American Institute of Accountants
270 Madison Avenue
New York 16, New York

Attn. State Society Services
Department

PLEASE SEND ME THE FOLLOWING LITERATURE AS INDICATED:
FREE (in reasonable quantity)

Number of Copies

Title______ _____________________________ _________ ___

___________________

Guide for High School Recruiting
Professional Help Wanted (with AIA imprint; see
below for individual state society imprint.)
Accounting Orientation Test for High School Pupils
Should You Be An Accountant?
Leaflet on how to obtain a print of the film, free,
"Accounting -- the Language of Business"
Pattern Speech
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